INSTRUCTIONS FOR INSTALLING THE CONTRACT WIZARD
(It's as easy as 1-2-3...0r 4 and mavbe 51
1. Download the State Contract Wizard file and save it to your computer. DO NOT #ry
to open and run it directly from the web page or from an email. because it will not work.

b

. Doubile click the State Contract Wizard file on your computer to open it.

L

. You should get a screen that looks like this:

CiPoruments and SettingsimichelielDesktop) Shate Cordract Wizard vergion
1{13.0.doc containg macros.

Macros fay contain viryses, It is abvavs safa ta disable macres, bub if ¥he
macros are legitmate, you midht lose some Funchionality,

..Enable Macros

4. If you get this screen, click on “Enable Macros,” and you are ready to get started on
your contract.

3. Hvou DO NOT get this screen, and instead see only the first page of the contract, you
will need to change vour security settings for macros in vour Word program. To change
vour settings. go to TOOLS - MACRO —» SECURITY. then change your security
level from “High™ to “Medium™ and click on "OK.” When vou close the Wizard. and
reopen it. and you should get “Enable Macros™ screen and can proceed from there.

If you have any questions or comments on the Wizard, please contact Kevin Cruise
at the State Controller’s Office at (303) 866-2127. H vou experience problems with
operating the Wizard, vou can also call Michelle Lee at (303) 866-3622 or Harry
MeCabe at (303) 866-2315 at the Dept. of Huaman Services for assistance,
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